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Introduction

Busineszs Correspondence & Report Whiting iz generally considered to be a tedious, ime conzuming
task which all profeszionals hawve to endure from time te tim e, without neceszarily reaching a lewel of
competence that mestswith theirown approval, letalene that of theirbozs. Thiz need notbe the
caze. nindustny, commerce & governmeant, vazt number: of people it at their desks, or at their
computer churning out ever-increazing quantities of infermation. Much of thiz iz produced in “the
calledreports. But many are not reports at all. They are simply pages of statiztical data that are
vied by people who should read and vge them - the decigion-rmakers. Often theze reports gather
dustin an archive and eventually find theirway inte the trazh kin. The rezult ime and money are
wasted, poor decigions are made, actions that should be carned cut are not, proklems are not
soblved and cost are increazed. Effective buginess & technical reports will be read, vnderstood &
wied by people who need to use them - the decizion-makers. Profeszional reportz communicate the
informmation to make decigions, to take actions & to solve prokblems. When thiz happens, ime &
money costs are reduced.

Benefits
Atthe end of the courze, participantzwillbe akle to:
. Develop aclear understanding of the writing process.
. Drganize thoughts and 1deas effectively.
. Avoid commaon errors in businesz writing.
. Reduce falzestarty and rewrites,
. Wikite e-mail messages, memos, letters and reportsin a well- foned, clear and concize
M anner.
* Prepare effective drafts and finalize reports.
Programme Methodology e

Warieuvs tools and techniques willbe vzed to enhance learning and enzure tfranzfer of knowledge
and competency forpractical application. The approach will employinteraction, participation,
digcuszions and exercizes.

Programme Assessment
To complete this programme all participants muzt fulfil a requirem ent that iz 100% full attendance i
whichwill ke taken for each clazs. The participants will ke green Certificate, if they hawve succezstully

completed the programme bazed on the reguirement.

Content

1. Irtroduction to Buziness Letters
* Types of Buziness Lettery; Layvout! Shyle 3
* Drganizing thewghts & ldeas b
» Pogsiblew oy to get started
* YWocabulany & choice of words
» Tone of meszage, clanty of expression & stylez

2. Different typ ez of letters
* Enquiries, conformation, sales, collection, complaints

3. Emploviment correspondeance
* Resumes, ok application letters, ok offerf

acceptancefrejaction letters

4. Irtroduction te repartwriticg 4

* Mature of reports, vpes, language vze, passive wvolcs, grammar

hal Irtroductorns parte of report/Body of report
&, Concluzion




Facilitator
Lena Khaw A M.N.

Armad with more thian 25 yvedrs offist hand exoenance and khowladas in the behardoly
Jnd culture ofwork environiment, Lend brings inmare than theeretical ingput into her BEnglisy
language lessons. With her leack ground and gudification in govemiment andprivate
sector administraticn, mandgement and communicdation, [Lend served 23 vears in the Civil
service bbefore bbaecoming Generdl Mandager of d toll concession company and efore
Eonuing her passion forthe teaching of the Bnglish languags ), this zestiol educator will net
Shily give the limguistic content of any BEnglish language couse that she conducts, oot dlso
thea comtext it which the content would e most qpplicdzla in the dayto-doy jolo
arpdtonimeant. Through har, not saly will you ledm the Bhglish languags pearse, ot also
mandgement and bebordoundl concepts, theohes and practices.

Lerc beats dlls wititten prize-winring shott aticles in thea media and hovse petiedicdls lbesides being O memicer ofthe
aditerial team ofthe KA Thlbune, She was proef-reader for The Herald from 1997-2001 . Lenda bas taught Bhglish language
proficiency courses 1o intemdational students whe are taking the Cetified Intensive Bhglish Language Programimes gt the
ELE Centre and dlse prepared students forthe [ELTE Test, Besides the aloowe, Lend hds given sipecific Bhglish language
Courses to empployess of acorstroction company — CHY Sdn Bhd | factory — Bek thisela (M) and presently Report
Whiting to g consultancy.
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QFFICE & DDRESS v

TELEFHOME

Registration Fee: RMES0.00 only .
Fovimentoon be made by coash orusEng crossed cheguefbank drioftf monevorder felegraphic frandfermads
pavabile fo WMC T ed.
ifvol wizh fo pay Mroogh TS Bank, pavmentshould b e made pavable o the accountb elowe:
AccountHame :UMCCed
Account Number : 14400009 148053
Bank : CIME Bank
Flecse zend o copy of vour bank-in sip to WAC Ced and o recedptof acknovedgementwild b e given.
Replacement or Cancellation
fvou are onabie fo attend, o subsitute oreplacementizalowsd atno exiio cosiprovided thata wiiten
rnotice izgiven IO WEEKS priorto the event Cancellafon from the course izsvbjectto the follovding:
f. Jeven 7l working davepiorto commencement—full refund
. Lezmthan seven (7l working davepiorto commencement— S0 B refund
i, Affercommencemeani—no efund wilbe made
Flecase note MatCANCEIATION BY PHONE willnotb e accepied. WA Ced musteceive g wittennofice as
" menfioned above,

Forfurther informationfregistration, please contact: "
SEI;;EESJ&EII UNKERSITY OF MALAYA CENTRE FOR CONTINUING EDUCATION v i

Lewel 3, Block A, Univerzsity of Malayva City Campus,
Jalan Tur lsrmoail, 30430 Kuala Lumpur

KUALA LUMPUR

CENTRE for CONTINUING EDUCATION 1. 403 921 731 71 T ahari] Fese 803-281 73110 Ern ail: zaharim @urn. edu.my ‘gf*}_






